APPLICATION FOR RECORDS RETENTION SCHEDULE AR e A L
N RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publammor{ No 76—-‘!M—1 for instructions on compieting this form. Forward signed ongmal to

Department of Archives and Hlstorv, Records Management Division, 330 Capitol Avenue Atlanta. Georgia, 30334
Attentlon Schedulmg Sect:on . .
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o _fgﬁ _A_GENCY USE 1. Agancv Address - Fon RECORDS MANAGEMENT USE
Application Dete Georgia Department of Labor Application Number
7-20- 76_ | '_ ‘EDP Division ZZ 26 9
[Application Number -Operations Unit-Room 386-Labor Building Date Received Date Completed
DL - 036 Atlanta, Georgia JUL 21 1978 VG 10 1978
-Z-Esc;;l ;O COﬂtaCt _ T "m:m_”‘_WOrking Title T Telephone Number

3 Actlon Fleqties_téd
a. f) Estabusn Retention Schedule; reicord will continue to accumulate,
b. [ Dispose of present accumulation: no further accumulation anticipated.

¢. O Amend ApplicationNo. .. __ Check One: [J Change; O Supercede; [0 Void - e

4, Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest ~ Latest

— = e

Keith O. Johnson EDP Operations Manager 656-7040

System Management Facility. (S.M.F.) Monthly Summary File

| 1975 _ _ | PRESENT ...
8. Division and Office Function

What is the functlon of the Dwmon and the Office in which this record series is created?

The EDP Program Accounts Division is a support division to the other operating divisions of
the Georgia Employment Security Agency. All data processing support such as data entry,
computer operations, systems design and programming is furnished by this division. 1In
addition, a continual evaluation of computer hardwari_is accomplished.

7. Rooord Sertes Desc.ﬂptton

This fule contams the foliowmg documents (mclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: feviewing and mprov1ng the job mix and overall computer systemd oper-
ational performance.

Included are: computer printouts :that reco¥d - statistical-informatiofi of job processed.

File is arranged: Chronologically °

[ 8. Monthiy Reference Rate How often are records referred to “which are:

One to six months old 1. .. _; Sevento twelve months old ___l . Thirteen to twenty- four months old —
twenty-five months and older —_—

Wn.nd;t—_ﬂ;tcof—ﬂéc-umulmon of Heoords T L : _ 1
Letter-size drawers ] Lega! .|ze drawers ____ . . ;Shelves_____ . ___;Qther (specify) 1 NyloE Post Binder
R . o a _ per month
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{Pface an “X" nt the he proper_ column)

Ve NO - 10 i Q_t_sgrtionnaire

. Is this the official copy of the series?
LX L L. . . Hnot,whereisit? . _ .

b Does the series contam copftdentlal mformatron requiring securltv handling? [f yes, cite law or regulation. .;

' c . s thns a wta! reoord? o

Ax ] _d. Does this series have hgstorucal or long term research value? : ,‘

: e. When one or two documents in the file make it necessary to keep the entire file for a Iong period, could these
__’F__L . gocuments be scheduled separately? .

ot fs the information contained in this series ever published? 1f yes. attach caooy.

Q. 15 the information contained in this series ever analyzed and/or recorded in a summarized report?
... ves. attach coov, .. S

: h Is there a duplication of this series in your office, or in another offlce or agencv? I
X | iMves.wherez .

3_"._.__ |._Jnh|s series for a maior pertion. of rtL rggulaﬂmmzoiumed?

x|

. rjoes the record series resuft in a comouter printout?

11. Fllttntfon Regquirements

. The following requires the series to be kept

8. State Law
i 1 - - b. Statute of limitation
c. Federal law

.years.
- _..years.
. .years.

o

d. Audit period

- a, Administrative need

. years.

f. Federal retention instructions

2 __ vears.3 ‘mo
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Attach copy or excert of laws or regulations. Explain administrative need.
To review and improve job mix, Computer System and Operation performance
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12. Appmvod Dispos:tmn lnstructaons " This agencv recommends that the file senes be cut off at the end of each o
' " O Calendar Year O Fiscal Year 2 Other - _Month '

then,
£ Hoid in the current filesarea ___3 _ month(s}
O Transfer to focal halding area; hold .. _
& Transfer to State Records Center; hold ...
& Destroy. '

O Transfer to State Archives for permanent retention.
O Other (Specify)

I ¢ I year(s): then
year(s); then
2 .. .._year(s); then

-

Thess instructions apply to all prior and future accumulations of the series.

Da_t_e o Reoords Management Officer (Signature)
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State Records Committee /[Signature)

Recommendations in para-
graph 12 are approved.

State Audrtor/Desugnee

——

(If disapproved, attach fetter
of explanation. J

' Se_g_rg%tate/ Designee
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